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This instruction implements AFPD 10-2, Readiness and AFI 10-207, Command Posts. This supplement
expands the guidance provided in AFI 10-207.  It applies to all AFMC Command Posts (CP). 

SUMMARY OF REVISION

This supplement replaces the AFMC Supplement 1 to AFI 10-207 dated 3 October 1997.  This revision
includes suggestions from the field including additional MAJCOM guidance in the areas of controller
training, certification, and testing.  Significant changes include the following: Updates the required equip-
ment listing; outlines AFMC COMREP responsibilities and scheduling guidance; provides guidance on
overhead positions pulling additional duties; prescribes training documentation forms; provides retraining
interview guidance; requires CP enlisted overhead positions to work a minimum of two eight hour shifts
on console per month; provides duty schedule requirement; strengthens the certification examination
requirements; requires a self-inspection program; establishes a quarterly Video Tele Conference with
AFMC/DOOC and each Command Post chief; encourages Wing Commander’s to be present at the con-
troller certification scenario and attend  the training meetings at least semi-annually; establishes training
documentation requirements; changes Performance Evaluation (PE) criteria and POC; provides guidance
when controllers must be decertified and retrained;  and provides a listing of required CP publications.  

AFI 10-207, 1 Aug 1999, is supplemented as follows:

1.5.2.  Certified shift controllers, and controllers in training, are authorized to draw the Rations In Kind
not available rate IAW HQ USAF/DPRC message date time group 290902Z Mar 99.

2.2.1.  AFMC Emergency Actions (EA) guidance is provided in the Emergency Actions Procedures of
AFMC (EAP-AFMC).  AFMC CPs and each CP supporting AFMC resources will maintain a copy of the
EAP-AFMC, with changes.

2.2.3.  The CP chief determines which personnel have a need-to-know and require training in EA proce-
dures.  

NOTICE : This publication is available digitally on the HQ AFMC WWW site at: http://
afmc.wpafb.af.mil. 

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY
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2.2.4.  Facilities and Equipment.  The space requirement for a CP varies with the mission and number of
organizations supported.  Criteria for floor space are shown in AFI 32-1024, Standard Facility Require-
ments and AFH 32-1084, Standard Facility Requirements Handbook.  An ideal layout of a CP facility
would consist of an emergency action cell, battle staff area, administrative office area, operational reports
area, training area, storage facilities, food preparation/messing area and latrine facilities.  The CP will be
provided with commercial and emergency power sources. The emergency power system will have an ade-
quate fuel storage tank and an automatic switchover system.  When the emergency power system is
located outdoors, it will be secured at the same level as the CP.  The entire CP will be equipped with suf-
ficient emergency lighting (i.e., battery-powered lighting) to permit continued safe operations and/or
evacuation for at least 2 hours after a complete power loss. The following list identifies communication
systems/data systems required in AFMC CPs in addition to standard telephone and office equipment.
Wings are authorized all systems applicable to support their specific mission (items marked * are manda-
tory):

• *AFMC Voice Alerting Network (must have unique ring).

• *Base public address notification system (Giant Voice, etc.).

• *Clocks. Sufficient to display Local, Zulu and, appropriate reference times.

• *Covert Duress System.

• *Crash Net system (Primary Net-monitor capability/Secondary Net-respond capability)  Units
with an airfield only.

• *Facsimile machine(s) capable of secure and non-secure processing.

• *Multi-channel Recorder (Recommend replacing all analog recorders with digital systems when
purchasing a new recorder is considered.).

• *STU-III.

• *UHF/VHF multi-channel radios (Required for those bases supporting aircraft operations).

• Automated recall system.

• Defense Messaging System Terminal/capability.

• Closed Circuit TV.

• Flight following systems.

• Global Command and Control System (GCCS) (The GCCS should be located in the console
area).

• Internal (CP) public address system.

• Personal computers (E-mail capability).

• Safes/security containers.

• Shredder (Communication Security (COMSEC) -approved).

• *Telephones in the command post must be equipped with push to talk handsets.  Headsets must
have push to talk capability or noise canceling technology preventing background conversations
from being heard and a microphone mute setting.

• Television override/messaging system.

• Unlisted commercial line (direct commercial line, bypassing base switchboard operator).

• Video Camera.
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• Weather data source (terminal area data) NOTE: Only required at bases with an airfield.

2.2.4.1.  Units will have an alternate CP.  Identify and ensure equipment is available to ensure continuous
command and control support.  Equipment must be in place in the Alternate or in use at the Primary CP
with the ability for CP duty controller to relocate it in the event of an evacuation.

2.2.4.3. (Added)  The GCCS terminal in the CP may be designated a common user area by the host com-
mander; however, CP controllers will not be used to pull data or execute systems for users outside the CP.
Outside users must obtain their own user accounts and training prior to being granted access to a GCCS
terminal in the CP.  Access will be granted on a non-interference basis only.  Comply with 2.2.4.4. below.

2.2.4.4. (Added)  Primary facilities may be shared with another function, provided controllers maintain
the ability to receive and process EAMs in a secure environment and without interference from other
activities.

2.2.6.  Training Program. The CP chief ensures development of individualized training programs IAW
MAJCOM MTLP, determines the duration and scope of training, and ensures trainees are proficient in all
necessary tasks.  Also, when controllers are unable to certify within 90 days, the Chief notifies HQ
AFMC/DOOC with a remedial training plan and requests a training extension.  If the trainee is still not
ready for certification after remedial training: an assessment of the trainee’s training deficiencies will be
made and coordinated with AFMC/DOOC prior to evaluating them for personnel disposition.  The CP
chief will designate in writing, as a minimum, a highly qualified 5-skill level certified controller to per-
form duties as training manager.  An example of a comprehensive training program outline is provided in
Attachment 3. Composition of training program will include, at a minimum: 

• A master task list (MTL) developed, utilizing the AFMC MTLP. The list will contain all tasks
performed by the controllers.

• A master controller training outline (CTO) or master lesson guide (MLG) tailored to meet mission
requirements.

• An annual training plan (ATP).

• The ATP projects a logical month by month training plan of all required training, which includes
EAMs, OPlans, OIs, and QRCs.

• The ATP will tie all recurring training together whether it be formal, self study, or examination/
tape training.

• The ATP will be reviewed annually.

2.2.6.1.  AFMC Status of Resources and Training System .  (SORTS) guidance is provided in AFI
10-201/AFMC Sup 1.  Each AFMC CP will maintain a copy of AFI 10-201 and the AFMC Supplement.
AFMC Operational Reporting guidance is provided in AFMAN 10-206/AFMC Sup 1.  Each AFMC CP
will maintain a copy of AFMAN 10-206 and the AFMC Supplement.

2.2.7.  The AFMC Emergency Actions Conference.  (EAC) is the primary voice system used to notify
AFMC units of impending attacks and record copy transmission of EA traffic.  The CP chief will ensure
the EAC terminates on a separate line with distinct audible or visual recognition.  Under no circumstances
will the EAC terminate to a routine administrative or rotary line.  Procedures will be written to ensure the
EAC is never placed on hold.

2.2.8.  AFMC tenant units are authorized one Command Representative (COMREP) position.  COMREPs
are a staff position assigned to the local AFMC commander.  COMREP is a CP overhead position, there-
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fore their daily duty location is the CP.  HQ AFMC/DOOC recommends periodic meetings with the local
AFMC commander to discuss issues and concerns.  The intent is to ensure the COMREP’s actions reflect
the local AFMC commander’s policies. The AFMC COMREP will possess extensive experience in
AFMC command and control, be an E-6 or above (a highly qualified E-5 may be assigned if approved by
HQ AFMC/DOOC), and must be a CAFSC 1C351. Exception:  Robins AFB is authorized to fill the
COMREP position with a civilian E-6 (or higher) equivalent assigned to WR-ALC/XPW.  The Robins
AFB COMREP will accomplish all COMREP duties contained in this supplement, as excepted.

2.2.8.1. (Added)  COMREP Responsibilities:

• Ensuring CP compliance with all AFMC directives.

• Reviewing, at least semiannually, all CP checklists, OIs, AFMC OPlans, LOA/MOA/LOU/MOU
and SORTS books to verify they accurately reflect AFMC procedures and requirements.

• Develop, validate, and establish unit unique CP AFMC training and certification requirements
(the COMREP recommends AFMC certification to the certifying commander.).

• Provide an AFMC presentation at controller training meetings.

• Be multi-command certified to perform unsupervised console duties (except Robins AFB).

2.2.9.  The CP Chief will establish and publish entry control procedures (OI, EAL book, etc.).

2.2.9.4. (Added)  The duty controller will provide emergency access to the base Fire Department and Hos-
pital.  In the event of fire the controller will be present or block the door open prior to evacuation.  A key
will be provided to the Security Forces along with a letter identifying CP personnel to be notified when-
ever contact is lost with the duty controller.   This letter will be updated at least quarterly.

2.2.11.  "Rotating Shifts" includes schedules where controllers work "straight shifts", i.e., all swing shifts,
etc.  Shift workers are those workers not working the normal Monday through Friday, 0730-1630 shift.
Bay orderly is considered an additional duty and will not be performed by AFMC controllers.  Shift work
does not relieve CP controllers from completing military training responsibilities.  Agencies scheduling
training must coordinate with the CP Chief NLT 15 days prior to the requested training date.  All appoint-
ments generated for CP controllers must be scheduled 15 days prior and coordinated with the CP Chief.
(The CP Chief will make every effort to respond to Orderly Room/Commander's Support Staff appoint-
ment request as soon as possible, i.e., in less than 15 days.  But the decision of the CP Chief is final).
There are two exceptions: urinalysis testing appointments will be accomplished when tasked and the
Commander or First Sergeant can call anyone to his/her office at anytime; scheduling is not required.

2.2.11.1. (Added)  Duty schedules.  The CP Chief will establish procedures to ensure a final duty schedule
is released not later than 15 calendar days prior to the first of the month (i.e., Apr 00 schedule would be
signed and delivered to each controller (or placed in their distribution box) no later than 17 Mar 00).
“Final Schedule” does not preclude shift swaps by controllers.  Schedules will reflect scheduled appoint-
ments and leave.

2.2.11.2. (Added)  Command Post retrainee 1C3X1 personnel must have three months C2 experience
pulling rotating shifts in a Command Post prior to working straight day shifts in an overhead position.

2.2.11.2.1. (Added)  Schedules will be fair and equitable.  Schedules will cover the 24-hour day with
8-hour shifts. Notify HQ AFMC/DOOC if operating on 12-hour shifts (Exception: December/January
holiday schedules.)  Maintain schedules IAW AFMAN 37-139.
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2.2.11.3. (Added)  Overhead Positions.  Personnel in overhead positions may perform additional duties
outside the CP.  All enlisted overhead personnel are required to perform 2 console shifts per month: To
preclude conflict with shift schedules, scheduling agencies must consult the CP chief at least 15 calendar
days in advance.  Support of other additional duties and details by overhead personnel is permitted only
if: controllers are not forced into 12-hour shifts, all controllers continue to receive adequate time off (a
minimum of 12 hours off between shifts).

2.2.12.  CP training sections may use the examples in attachment 4 to document controller training and
certification.

2.2.13. (Added)  Staff Assistance Visits (SAVs) SAVs are unit funded.  HQ AFMC visits to help units
identify and alleviate problem areas within their CPs.  If the unit desires a SAV but is unable to fund it,
request a SAV from HQ AFMC/DOOC (include the reason funding is not available).  A SAV could
include an In-brief/Out-brief with the Wing Commander and a formal report. 

2.2.13.1. (Added)  SAV Team Composition.  The SAV team composition will be determined based upon
unit CP needs identified to HQ AFMC/DOOC.

2.2.13.2. (Added)  SAV Requests.  To request a SAV, contact HQ AFMC/DOOC by message.  Identify
particular areas of interest and the proposed SAV dates.

2.3.1.  AFMC CPs are authorized to consolidate with other 24-hour base agencies where possible.  CPs
consolidating with other base agencies will comply with the conditions of paragraph 2.2.4.4. and coordi-
nate their consolidation plan with HQ AFMC/DOOC at least 30 calendar days prior to implementation.

2.3.2.  Establish a notification system that ensures timely notification and recall of unit personnel and sup-
porting agencies.  Recall terminology will be established by the unit.  Ensure recall terminology doesn’t
violate Operations Security (OPSEC).

2.3.6.  AFMC CPs will develop Operating Instructions (OI) and Quick Reaction Checklists (QRC) to
guide controller actions and reporting requirements.  The CP chief is responsible for determining what sit-
uation requires an OI or QRC and annually reviewing OIs and QRCs for currency and sufficiency. 

2.3.7. (Added)  Self-Inspection program.  The CP Chief will establish a self-inspection program.  Each
functional area will be inspected using the AFMC Self Inspection checklist, locally developed checklists,
and program manager checklists (ex. COMSEC self inspection checklist provided by the COMSEC man-
ager; Security Self Inspection Checklists provided by Acquisition Security, etc.)  Self-inspections will be
accomplished semi-annually or as indicated in the programs’ governing directives.  Maintain self-inspec-
tion records IAW AFMAN 37-139.

2.3.7.1. (Added)  The program manager should avoid conducting official (final) self-inspection.  Another
program manager would be the desirable inspector.

2.3.8. (Added)  Plan and Support Agreement Review.  Command post chiefs will review and document,
at least annually, all OPlans and Support agreements in place that require CP support or action.  The CP
Chief may appoint an OPlan manager for this purpose.  If so, the chief must also sign-off the annual
review.  Contact your local Plans office and/or review AFI 25-201, Support Agreement Procedures for
guidance.

2.3.9. (Added)  Continuity Binder.  CP Chiefs will establish and maintain a CP Continuity Book.  Conti-
nuity pages will be maintained on each functional area, additional duty, and other tasks as desired.  Con-
tinuity pages will list, at a minimum, the Subject/Title, CP OPR, outside points of contact and procedures
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required to complete assigned tasks.  The CP chief and the CP OPR will review each page at least annu-
ally.

2.3.10. (Added)  Each CP with a separate budget will appoint a Resource Manager to oversee that budget.

3.1.1.  AFMC CPs must be manned with one certified controller per shift. (Exception: Due to it’s unique
multi-command mission, Hill AFB must be manned by two certified controllers.)

3.1.2.1.  The interviewer will use the Retraining Interview guide at Attachment 5 and their own experi-
ence to conduct the interview.  Oral and written communication abilities will also be evaluated.

3.1.4. (Added)  Submit unit manning document UMD) changes through:

                         HQ AFMC/DOOC

                         BLDG. 262 RM. S143

                         4375 Chidlaw Rd 

                         WRIGHT-PATTERSON AFB OH 45433-5740

3.1.5. (Added)  AFMC CPs will provide HQ AFMC/DOOC manning reports by the 3rd calendar day of
each month. Manning reports may be transmitted in this order: email, FAX, or DMS.  Manning reports
will be formatted using the example in Attachment 6, AFMC Command Post Manning Report, RCS:
MTC-DO(M) 8501.  This report is designated emergency status code D.  Immediately discontinue report-
ing during emergency conditions.  Continue reporting during minimize.  Arnold CP, Eglin and Tinker
COMREPs submit reports on AFMC personnel as changes occur.

4.1.6.  Controllers must maintain an Events Log which serves as an official chronological record of events
affecting the unit or its functions.  Entries in the log should include but not be limited to:

• Personnel on duty.

• Summary of unusual events.

• Results of tests or exercises.

• Changes to unit posture and preparedness.

• Emergency conditions or equipment failures.

• Any event requiring follow-up actions at a later time or on a different shift.

4.1.6.1. (Added)  Log entries will be made as soon as possible after the event including the times of occur-
rence.  Log entries must be accurate and contain enough information to explain the situation fully (who,
what, when, where, why and how) Classify logs according to content.

4.1.6.2. (Added)  Three logs may be maintained concurrently in the CP:

• Unclassified Events log.

• Classified Events log.  All entries in a classified log will begin with a parenthetical classification
marking, i.e.; (S), (C), (U).  Note the opening of a classified log in the Unclassified Events log.

• Exercise log.  To prevent lengthy logs, an exercise log may be maintained.

4.1.6.3. (Added)  Events logs may be computer generated or a locally developed form.  If an electronic
events log is used, develop procedures to back-up the log prior to every shift change.   Retain events logs
IAW AFMAN 37-139.  Archive copies of electronic events logs may be retained on floppy diskette
instead of paper.  The current month’s logs should be printed out nightly and retained on the console for
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review and reference.  The CP Chief/Superintendent and/or NCOIC will review and initial the duty log on
their next duty day.

4.1.7. (Added)  Operating Instructions (OI): Each facility must maintain a current set of OIs.  OIs serve as
the controller’s reference and should provide necessary guidance for the controller’s actions.

4.1.7.1. (Added)  OIs usually are based on higher headquarters directives and include amplification neces-
sitated by local conditions.  The complete OI usually enables the controller to act without further refer-
ence to higher headquarters instructions or directives; however, all required references should be listed.
OIs do not preclude the requirement for a set of pertinent directives see 4.1.9 (Added). OIs will be limited
to a maximum of ten (10) notifications per controller.  The CP chief will review the OIs at least annually
to ensure they are accurate and current.  At a minimum, maintain an OI on the following subjects:

• COMSEC OI's as required by AFI 33 series instructions.

• CP functions.

• Controller duties.

• Controller’s Information File.

• Duty Log.

• Duty schedule, timeoff and leave.

• Equipment operation.

• Priority of actions.

• Reporting.

• Training and certification.

4.1.8. (Added)  Controller Checklists.  Each controller position should have checklists outlining the nec-
essary steps to be taken in emergency, abnormal, and certain recurring circumstances readily available.
Each checklist should include the proper individuals or agencies to contact, including means of notifica-
tion (i.e., LMR, DL[Direct Line], etc.) If a checklist can prescribe complete action, an OI covering that
action/topic is not required.  The CP chief will review the Checklists at least annually to ensure they are
accurate and current.

4.1.8.1. (Added)  Checklists, to be useful, must be brief and accurate.  All checklists will be limited to a
maximum of ten (10) notifications per controller. 

4.1.8.2. (Added)  Maintain checklist to provide procedures and required actions to accomplish for the fol-
lowing at a minimum):

• Communication/power outage.

• CP evacuation (emergency and planned).

• Deployment/Mobility alert/warning/preparation order receipt.

• Helping Hand / Covered Wagon.

• Hostage Situation.

• IG reception.

• Mobilization.

• Major Accident Response.
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• SAFEHAVEN notifications/reception (both DOE SAFEHAVEN and MTMC SAFEHAVEN).

• THREATCON change.

4.1.8.3. (Added)  Maintain a minimum of two checklist binders on the console.  The extra checklist binder
may be used when controller training scenarios and certifications are conducted.  The extra binder will be
most useful when two persons work a situation (i.e., when overhead personnel come to the console to
assist with emergencies).

4.1.8.4. (Added)  The following non-time critical checklist, at a minimum, will be maintained.  A separate
“Shift” checklist binder is recommended.

• Shift Checklist for each shift (8 and 12 hour).

• Shift Changeover.

• Zulu Changeover.

• End of Month Changeover.

• End of Year Changeover.

4.1.9. (Added)  CP miscellaneous publications. The chief of a division may determine whether to main-
tain paper copies of required directives on hand or rely on electronic access/copies.  Access to the docu-
ments listed in Attachment 7 will be maintained, maintain a printed copy of those marked with an *
(Access is defined as: a list of each publication and the World Wide Web address where it can be
reviewed; maintaining a current (not more than 6 month old) copy of the Air Force Electronic Publication
Library (AFEPL) CD-ROM in the admin section or a hardcopy stored in the CP.)

4.1.10. (Added)  Controller’s Information File (CIF) The CIF is used to provide controllers with transitory
information necessary to conduct operations.  Upcoming events, newsletters, etc. are posted in the CIF.
The CP Chief will establish a CIF and provide procedures for its use, review, updating and item removal.
There will be at least two sections in the CIF, Temporary and Permanent.  Controllers will review and ini-
tial the CIF prior to assumption of duty.

4.1.11. (Added)  CP Chiefs will assign additional duties by memorandum.  An appointment letter for each
additional duty, or letter with all additional duties and assignments, will be published and a copy main-
tained in the Permanent CIF.

4.3.1.  All 1C3 personnel must be certified in operational reporting.  Certification of 86P0 personnel is not
required.  Personnel not certified in Operational Reporting will not brief reporting requirements or submit
operational reports.

5.1.1.  Each CP will develop a comprehensive training program that includes all controller tasks and test-
ing requirements.  Tasks are divided into four main areas:  security, console operations, SORTS reporting,
and administrative duties.  Sub-areas will be determined at unit level.

5.1.4.  All Command Post (C2) personnel (e.g., Air Force Specialty Codes 1C3X1) assigned to an AFMC
CP will be trained in console operations.  All 1C3X1 personnel will be certified in AFMC EA procedures.
To ensure proficiency, all certified controllers not on leave or TDY (to include the CP Chief/Superinten-
dent, COMREP (para. 5.1.4.1. applies), and other overhead personnel) will perform console duties for a
minimum of two eight hour shifts per month.  It is recommended that officer (86P0) CP personnel be cer-
tified.
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5.1.4.1. (Added)  The COMREP must be consulted prior to releasing and approve any schedule where
they appear.  AFMC COMREPs and CP chiefs may prepare schedules requiring the COMREP to perform
more than 2 shifts per month if:

• COMREP duties and responsibilities continue to be accomplished; AND

• COMREP is consulted prior to publishing the schedule; AND

• If the COMREP can not support the CP Chief the COMREP will notify and consult HQ AFMC/
DOOC.

5.2.2.  The CP chief determines scope and duration of initial training with the following exceptions: Initial
training for 3-skill levels will not exceed 90 calendar days.  Training outlines will be locally developed to
ensure trainees are proficient in all tasks.  Training outlines will be used to track trainee progress.  Job cer-
tification is only required to perform EA procedures.  Training outlines will be maintained IAW AFMAN
37-139. Unit CPs will expand and use the HQ AFMC training outline.

5.2.3. (Added)  A separate CTO is accomplished for each individual entered into training.  Each CTO
should contain at least three sections:

• Section I General introductory information and an overview of job requirements.

• Section II Outline of material to be trained.  Material covered will be accomplished in phases.
Trainees will be tested at the end of each phase. Tests will be critiqued to 100 percent.  Tests may
be open book, closed book or situational.  Spaces are provided at the end of each phase for trainer
and trainee initials, date completed, and test score.  Also provide a space for review of each phase
by the Chief or Superintendent.

• All trainees must be given both written and practical evaluations during initial training to
measure trainee’s comprehension of command and control tasks and concepts.

• Visits to other agencies and the Alternate CP should be an integral part of initial training.

• Section III This is the certification phase that should include: Emergency Action EA) certification
exam, General Knowledge Test GKT), equipment demonstration, and documentation of all exam-
ination scores.

• Completion of initial training.  Initial training is complete when: 

• The primary trainer recommends certification, AND

• The trainee’s supervisor recommends certification, AND

• The training NCO recommends certification. AND

• The AFMC COMREP recommends certification (where applicable), AND

• The CP Chief recommends certification (the Chief should seek out and consider the
trainee’s recommendation/non-recommendation for certification).

•

• Upon completion of initial training and prior to certification trainees will be given a certifica-
tion examination. The certification examination will be a comprehensive general knowledge
test encompassing tasks covered in the units CTO/MLG, a closed book EA test and a practical
evaluation (scenario).  Note:  The practical evaluation must include at least 5 inputs on at least
2 separate events (ex., Aircraft crash and concurrent THREATCON change) and an Emer-
gency Action scenario.  The certifying commander is highly encouraged to be present for the
certification scenario.  The commander of AFMC resources must certify the controller for
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AFMC EA or delegate certification authority to the CP host Commander.  Formal certification
should follow the scenario.

5.3.1. (Added)  The CP chief will determine the scope and duration of refresher training based on the sit-
uation not to exceed 60 days. Controllers with recent or continuous CP experience will receive training
based on a condensed version of the initial training outline.  This training must provide familiarization
with local operating procedures and requirements.   The chief of the CP will determine certification time
allowed based upon the controller’s experience level and recommendations of the unit CP training staff.
The exact content of training will be based on the controller’s previous experience and currency.
Refresher training will be documented and maintained IAW AFMAN 37-139.

5.4.1.  CPs will conduct recurring training to maintain controller proficiency and currency.  Recurring
training should systematically cover all aspects of CP operations including controller tasks, applicable
OPlans, tenant agreements, and local requirements.  Recurring training will be documented and main-
tained IAW AFMAN 37-139. 

5.4.1.1.  Formal Training.  This training will be conducted on a scheduled basis and controllers must com-
plete a minimum three hours per quarter. A record of attendance, topics covered, guest speakers, and
non-attendees will be maintained IAW AFMAN 37-139.  All available controllers will attend formal
training sessions, unless excused by the Chief or Superintendent.  Controllers who miss a training session
must review the documentation with the training manager as soon as practical.  The Wing Commander is
highly encouraged to attend the controller-training meeting at least semi-annually.

5.4.1.1.1.  AFMC/DOOC will host a video teleconference (VTC) with all CPs quarterly, as required.
COMREPs, CP Chief, Superintendent or NCOIC are required to attend.  Eglin, Robins, and Tinker Com-
mand Post Chief, Superintendent or NCOIC are invited to attend.  A list of minimum topics for discussion
will be distributed NLT the week prior to the VTC.

5.4.1.2.  Self Study Training.  The training manager will publish a monthly letter outlining self study
requirements.  Rather than assigning the entire instructions, reading assignments will indicate specific
chapters, annexes, and paragraphs.  Self study letters will be maintained for one year.  Self study topics
should be a special interest item at training meetings to reinforce and expand on the material.

5.4.1.3.1.  Written Examinations.  Test will measure understanding and application of information rather
than rote memorization.  General Knowledge Tests will contain a minimum of 25 open book questions.
EA test will contain a minimum of 25 closed book questions.  Questions will be taken from the current
month’s self study letter.  Document controller testing and maintain IAW AFMAN 37-139.  Note:  Con-
solidated CPs may merge their General Knowledge tests with the other Command’s General knowledge
test requirements so long as a total of at least 25 questions are asked.  CPs must administer a, minimum,
25 question EA test covering AFMC procedures.

5.4.1.3.2.  Scenario Training.  All certified controllers will participate in monthly scenario training.  This
training will be based on the ATP, and will consist of a minimum of 2 situations, reinforcing formal train-
ing and self study material.  The training manager must provide inputs and assume various roles to
develop a truly realistic environment.  The training manager will critique controller performance during
and/or after each situation.  Monthly situational and controller critiques will be maintained IAW AFMAN
37-139.  Develop local procedures to ensure training messages and reports are not transmitted.

5.4.1.3.2.1. (Added)  Performance Evaluations (PE).  Certified controllers will be administered a perfor-
mance evaluation on a quarterly basis.  PE scenarios will be provided to the CP Training Manager by HQ
AFMC/DOOC in February, May, August and November.  PEs will cover at least one EA input and fol-
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low-on recall actions, and will be supplemented by the unit to include local procedures to support unit
requirements.  The Chief or Superintendent will observe all phases of a controller’s response to PE inputs.
Criteria for successful completion of a PE, remedial training, and de-certification will be addressed in the
CPs training OI.

5.4.2.  The Wing Commander (or Vice Commander) must certify controllers.  AFMC commanders sup-
ported by a CP not in their chain of command may delegate certification to perform AFMC duties to the
CP’s host Wing Commander.  Re-certification is not required when a change in certifying official occurs.
The CP Chief/Superintendent must maintain a current certification (if CP Chief is an 86P0, certification is
recommended).  To ensure proficiency, all certified controllers, not on leave or TDY, will perform con-
sole duties for a minimum of two eight hour shifts per month.

5.4.2.3.  The CP Chief decertifies individuals who fail to maintain an acceptable level of proficiency in
their assigned position, fail more than two consecutive General Knowledge or two consecutive Emer-
gency Action tests or a PE.  Upon de-certification, controllers must enter refresher training and will be
given an evaluation tailored to ensure controller proficiency in the annotated areas.  De-certification
action will be annotated on the back of the certification document and will include comments deemed
appropriated by the CP chief.  Notify HQ AFMC/DOOC immediately of de-certifications.  Controllers
must be re-certified by the certification official shown on the front of the certification record (or their
replacement).

5.4.2.4.  The CP Chief determines how certification is documented (the example at Attachment 4 is rec-
ommended). The training manager will maintain certification records on each individual for the duration
of their assignment to the CP.  Refer to AFMAN 37-139.

5.5. (Added-AFMC) HQ AFMC/DOOC must receive nomination packages no later than 1 February.
Packages received after 1 February will not be considered.  Send packages by mail or fax; do not send
packages via AUTODIN/message.  Mailing address: HQ AFMC/DOOC, Bldg 262, Rm S143, 4375 Chid-
law Road, Wright-Patterson AFB OH 45433.  Fax number:  Commercial 937-656-1433, DSN 986-1433.
After all nomination packages are received.  HQ AFMC/DOOC will convene a selection committee to
determine an AFMC winner in each category.  The HQ AFMC Director of Operations (HQ AFAMC/DO)
will announce the AFMC winners via message during the first week in March.  Winning packages will be
forwarded to HQ USAF/XOOO for consideration.
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Attachment 4 (Added)   

INITIAL/RECURRING TRAINING PROGRAM OUTLINE

SECTION I GENERAL OVERVIEW

SECTION II:  INITIAL/RECURRING TRAINING PROGRAM 

                                      (CTO Section II [Ref para. 5.2.3 above])

PART 1:  Security

            - Operations Security (OPSEC)

            - Communications Security (COMSEC)

             - Information Security (INFOSEC)

             - Physical security

PART 2:  Console Operations

             - Emergency Actions Procedures

             - Operational Reporting Procedures

             - Quick Reaction Checklist Procedures

             - COMSEC Inventory 

              - Flight following/mission monitoring

              - Battle Staff Support 
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              - Arms Control Treaty Reporting

PART 3:  Status of Resources and Training System SORTS) reporting 

              - Unit Training

              - Validation of Unit Reports and Databases

              - Report Preparation and Transmission

                -- SORTS Software Program Operating Procedures

                 -- SORTS Hardware Operations

                - Commander's Briefing

PART 4:  Administrative Duties

                 - File & Publication Maintenance

                - Security (Physical & OPSEC)

                - Message preparation and distribution

                - Safety

                - Facility Management

SECTION III:  CERTIFICATION
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Attachment 5 (Added)   

TRAINING PROGRAM FORMS

Use the following forms as a guide when creating  local forms to document training and certification.  
Forms will be locally produced and structured but must, at a minimum, contain the information contained 
in the fields shown on each form here.

( F R O N T )

C E R T I F I C A T I O N  R E C O R D
Comple t ion  o f  th is  cer t i f i ca t ion  record  ind ica tes  the  person  l i s ted  here-on  has  rece ived  a l l  requ i red  t ra in ing  and  i s  au thor ized  to  per fo rm

unsuperv i sed   conso le  du t ies .   Th is  reco rd  does  no t  p rec lude  the  requ i remen ts  fo r  recu r r i ng  and  o r  re f resher  t ra in ing .

C o n t r o l l e r  N a m e :  D u t y  L o c a t i o n :

D a t e  Pos i t ion (s )  Cer t i f i ed  C e r t i f y i n g  O f f i c i a l ’ s  S i g n a t u r e  b l o c k  Cer t i f y ing  Of f i c ia l ’ s  S igna ture

L O C A L   F O R M
     N O V  9 8

# #

_  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _   _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _  _   _  _  _  _  _  _  _  _  _  _  _  _  _

(Reve r se )

D E - C E R T I F I C A T I O N  R E C O R D
Comple t ion  o f  th is  de-cer t i f i ca t ion  record  ind ica tes  the  person l i s ted  he re -on  i s  no  l onger  au tho r i zed  to  pe r fo rm unsuperv i sed  conso le  du t i es

and  has  been  en te red  i n to  re f resher  t ra in ing .

D a t e  Pos i t ion (s )  De -Cer t i f i ed  De -Cer t i f y ing  Of f i c ia l ’ s  S igna ture
b l o c k

De-Cer t i fy ing  Of f ic ia l ’ s
S i g n a t u r e

E F ,  M I C R O S O F T  W O R D
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LOCAL  FORM
     NOV 98

## EF, MICROSOFT WORD

RECORD OF CONTROLLER FORMAL TRAINING DATE

AGENDA AND INSTRUCTOR  (Last Name and Grade) TIME

RECORDED ON TAPE NUMBER
Total

PERSONNEL ABSENT MAKE-UP DATE INITIALS



16 AFI10-207_AFMCS1   31 JULY 2000

LOCAL  FORM
  NOV 98

## EF, MICROSOFT WORD

RECORD OF  EXAMINATION TRAINING
FACILITY: DATE: (MONTH/YEAR) PE  MONTH?  YES 

                                     NO  

CONTROLLER NAME GK
SCORE

EA
SCORE

SCENARIO
(DATE GIVEN) PASS/FAIL CONTROLLER SIGNATURE OBSERVER SIGNATURE**

RE-TEST

**  Used to document Chief or Superintendent observation of all phases of a controller’s response to PE inputs.
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Attachment 6 (Added)   

1C3X RETRAINING INTERVIEW

The objective of the retraining interview is to screen prospective 1C3X candidates to ensure only quality 
personnel are permitted to retrain into the career field.  The letter you will send to the MPF recommend-
ing/not recommending cross-training will determine the type of individual working in the 1C3X career 
field in the future.  Be objective in your decision making process and never compromise quality for quan-
tity.

BEFORE THE INTERVIEW

         - Review AFMAN 36-2108 general career field description and minimum prerequisites for entry.

         - Conduct a personnel records review.

          - Contact immediate supervisor and First Sergeant for additional information to substantiate the 

             quality of the individual.  Ask for their recommendation.

THE INTERVIEW

         - Review AFMAN 36-2108 with the candidate

         - A stress related AFSC.

            -- Requires attention to detail.

            -- Must be able to adapt to changing situations.

            -- Deal with perishable information.

            -- Requires instantaneous response.

            -- Must be able to prioritize multiple events occurring simultaneously and complete required  
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                actions in a timely manner.

            -- Normally the hub of base activities.

            -- Originate and receive information (may affect the entire base/unit).

            -- Develop a “thick skin.”  You can expect to be criticized.

            -- Do not expect rewards for doing your job.  Not that you won’t receive rewards.

         - Must be able to interact/communicate effectively with individuals ranging in rank from General to 

           Airman.

            -- Be tactful at all times.  Professional conduct is mandatory at all times; even under high stress.

          - Officer controllers are rare now but, normally equally qualified to them (identical training outline 

            for certification.)

              -- C2 is our job.  We are expected to be more knowledgeable since most officers are only 

                  temporarily placed in C2.  The officers are normally more knowledgeable with the weapon 

                  systems assigned to your unit.

           - Teamwork is absolutely essential.

              -- Must keep each other informed.

            - Level of assignment.

               -- Squadron, Group, Wing, NAF and, MAJCOM.

               -- Duties from MAJCOM to MAJCOM vary due to differences in mission.
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              -- Special duty assignments include 89 MAW, JCS, NAOC, and JNACC.

           - Security Clearance (minimum TS BI).

             -- Access to very sensitive information.

             -- Cannot discuss classified portions of your job; even with family members.

           - Career progression.

             -- 3 level (Tech school).

             -- 5 level (CDCs).

             -- 7 level (Tech school—after 18 months OJT as 7 level).

           - Personnel Reliability Program (PRP) Ref AFI 36-2104)

             -- May be placed in control/critical position.

           - Duty section.

             -- Restricted area (Priority A-C)

             -- Controlled Area.

           - Shift work (24 hours a day, 7 days a week – to include holidays), 12 hour shifts may be the 
              norm.

             -- Once on duty, you are restricted to the duty section (no appointments or meals outside the 
                 duty section.)

           - PCS/TDY
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             -- Similar to other AFSCs-short, CONUS, long.  Individuals 392 must be kept up-to-date.

             -- Joint Spouse.

             -- Some jobs may entail a lot of TDYs.

             -- AFI 36-2910, Line of Duty and Misconduct determination” (for single parent or both 
                 military.)

           - C2 Equipment

             -- State-of-the-art computer equipment is the norm

             -- Radio systems.  LMR, UHF, VHF, HF/SSB.

             --Video and recording equipment.

           - Compliance with military standards mandatory.  Always is but you will be very visible in this 
              job.)

             -- Must always conform to AFI 40-501, Air Force Fitness Program; AFI 40-502, Air Force 
                 Weight Management Program and; AFI 36-2903, Dress and Personal Appearance.

           - (Additional information)

              -- 

              -- 

           - Give the candidate a tailored QRC binder and blank duty log page for review, minimum review 
              of five minutes.
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             --Administer scenario. NOTE: A simple binder with 4 or 5 basic checklists{copy format and 
               notifications section} is all that is required.  Give this and a duty log page to the candidate.  
               Have them complete the scenario the best they can.  Use the “log” as an indication of written 
               communication.

           - End interview.

           - Determine whether to recommend or not recommend the candidate for retraining.  Would you 

              want this person working for you?)

           - Prepare and send recommendation/non-recommendation letter to the MPF.
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Attachment 7 (Added)   

MANNING REPORT OUTLINE

NOTE:  Remarks should contain any upcoming events that may effect CP manning and operation.  
Examples include projected TDY's for headquarters directed taskings, PME, projected certification dates 
of newly assigned controllers, long term leave (i.e., convalescence/maternity leave), high year tenure 
(HYT), and pending promotions. 

AFMC COMMAND POST MANNING REPORT RCS: MTC-DO(M) 8501

Prepared by:
TSgt A. Jones

Installation Name:
Kelly AFB

As of Date:
1 Jan 00

PERSONNEL
AUTHORIZED

PERSONNEL ASSIGNED

AFSC Rank PAFSC Rank Name Certified
Yes/No

Months on Station 

1C371 MSgt 1C371 MSgt Jim Davis Yes 52

1C371 TSgt 1C371 TSgt Albert Jones Yes 30

1C371 TSgt 1C351 SSgt Eliza Duncan Yes 14

1C351 SSgt 1C351 SSgt Jeff Scott Yes 15

1C351 SSgt 1C351 SSgt JoAnn White Yes 26

1C351 SSgt 1C351 SSgt Jane Smith Yes 35

1C351 SrA 1C351 SrA Sue Brown Yes 8

1C351 SrA VACANT

PROJECTED LOSSES PROJECTED GAINS

Name Date Name Date

Albert Jones 01 May 95 Oliver Evans 30 Feb 95

Peter Harrison 10 May 95

REMARKS: 

SrA Brown On maternity leave 12 Dec 94 30 Jan 95
SSgt Scott NCO Leadership School 6 Feb 95 24 Mar 95
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Attachment 8 (Added)   

COMMAND POST PUBLICATIONS LIBRARY

Access to the documents listed here (and their AFMC supplement, where applicable) will be maintained, 
maintain a printed copy of those marked with an *.  Access is defined as: a list of each publication and the 
World Wide Web address where it can be reviewed; maintaining a current (not more than 6 month old) 
copy of the Air Force Electronic Publication Library (AFEPL) CD-ROM in the admin section or; a hard-
copy stored in the CP.)   This listing is not all-inclusive.  For example, this list does not include all COM-
SEC guidance, please consult your COMSEC Manager.

A Hard copy of publications marked with an * must be maintained in the CP.

An AFMC supplement exists for publications marked with an #.

DoD 5200.1-R Department of Defense Information Security Program Regula-
tion

DoDD 5500-7R Joint Ethics Regulation JER)

AFIND2 Numerical Index of Standard and Recurring Air Force Publica-
tions

AFIND4 Department of Defense DOD), Chairman of Joint Chiefs of 
Staff (JCS) and the Joint Staff, Inter-service Publications, Com-
bined Publications, Air Force Contract Requirements Docu-
ments  (AFCRD), and Miscellaneous Federal Government and 
Commercial Publications.

*AFI10-201 # Status of Resources and Training System

AFI10-204 # Participation in the Military Exercise Program

*AFMAN 10-206 # Operational Reporting 

*AFI10-207 # Command and Control 

AFI10-211 Civil Engineering Contingency Response Planning 

AFI10-229 Responding to Severe Weather 
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AFI10-230 Participation in Key Exercises and War games 

AFMAN 10-401V1 Operation Plan and Concept Plan Development and Implementa-
tions Planning Formats and Guidance

AFMAN 10-401V2 Planning Formats and Guidance 

AFI10-404 Base Support Planning 

AFI10-414 Requesting and Employing Combat Communications Resources in 
Peacetime

AFPD 10-7 Command and Control Warfare 

AFI10-707 Spectrum Interference Resolution

*AFPAM 10-709V1CD US Message Text Formatting 

AFI10-802 Military Support to Civil Authorities

AFPD 10-10 Civil Aircraft Use of the United States Air Force Airfields  {Units 
with an airfield}

AFI10-1001 Civil Aircraft Landing Permits {Units with an airfield}

AFI10-1002 Agreement for Civil Aircraft Use of Air Force Airfields  {Units 
with an airfield}

AFI10-1101 # Operations Security

AFI 11-2A-OA-10V3 A/OA 
10

Operations Procedures

AFJI 11-204 Operational Procedures for Aircraft Carrying Hazardous Materials  
{Units with an airfield}

AFI 13-202 Overdue Aircraft  {Units supporting aircraft operations}

AFI 13-207 Preventing and Resisting Aircraft Piracy Hijacking (FOUO) 
{Units with an airfield}

AFMAN 15-124  Meteorological Codes Control Agreements

AFMAN 16-602 The Strategic Arms Reduction Treaty START) Tracking and Re-
porting Systems STARS) User Manual {STARS Reporting Units}

AFMAN 23-110V2CDPT13 Standard Base Supply Customer’s Procedures

AFI 31-101V1 The Air Force Physical Security Program 

AFP 102-2 Vol III  US Message Text Formats Self-Paced Training Pamphlet

AFH 31-103 Physical Security (FOUO)

AFI 31-209 # The Air Force Resource Protection Program

AFI 31-210 # The Air Force Antiterrorism (AT) Program

AFI 31-501 # Personnel Security Management Program

AFI 32-4001 # Disaster Preparedness Planning and Operations

AFMAN32-4004 Emergency Response Operations

AFI33-106 # Managing High Frequency Radios, Land Mobile Radios Cellular 
Telephones, and the Military Affiliate Radio System
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AFI 33-118 Radio Frequency Spectrum Management 

AFI 33-119 E-Mail Management and Use 

AFMAN 33-120  RF Spectrum Management 

AFI 33-129  Transmission of Information VIA the Internet 

AFI 33-203 # The Air Force Emission Security 

AFI 33-204 # Information Protection Security Awareness, Training and Educa-
tion (SATE) Program

AFI 33-209 Operational Instruction for the Secure Telephone Unit (STU-III) 
Type I

*AFI 33-211 # Communications Security (COMSEC) User Requirements  
{COMSEC holders}

AFI 33-212 Reporting COMSEC Incidents  {COMSEC holders}

AFI 33-217 Voice Call Sign Program  {All HF, UHF, or VHF users}

AFI 33-220 Communications--On Hook Telephone Security 

AFH 33-337 The Tongue and Quill

AFI 33-360V1  The Air Force Publications Management Program 

AFMAN 34-243 Mortuary Affairs Program Procedures 

AFMAN 36-2108 Airman Classification

AFI 36-2201 Developing, Managing, and Conducting Training

AFMAN 36-2234 Instruction System Development

AFMAN 36-2247 Planning, Conducting, Administering and Evaluating Training

AFI 36-2403 The Enlisted Evaluation System (EES)

AFI 36-2618 The Enlisted Force Structure

AFPAM 36-2627 Airman and NCO Performance Feedback System (EES)

AFPAM 36-2705 Discrimination and Sexual Harassment

AFI 36-2706 Military Equal Opportunity and Treatment Program

AFI36-2803 The Air Force Awards and Decorations Program

AFI 36-2903 # Dress and Personal Appearance of Air Force Personnel

AFI 36-2910 Line of Duty Misconduct) Determination

AFI 36-3401 Air Force Mentoring

AFI 37-122 Air Force Records Management Program

AFMAN 37-126 Preparing Official Communications

AFI37-132 Air Force Privacy Act Program 

AFDIR 37-135 Air Force Address Directory On-line database (http:// afdir. hq. af. 
mil/ afdir/ index.)

AFMAN 37-139 Records Disposition Schedule

AFI40-501 Air Force Fitness Program

AFI40-502 Air Force Weight Management Program
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WILBERT D. PEARSON,   JR. , Brigadier General, USAF
Director of  Operations

AFI 91-202 # The US Air Force Mishap Prevention Program 

AFI 91-204 # Safety Investigations and Reports 

AFI 91-301 # Air Force Occupational and Environmental Safety, Fire Prevention 
and Health (AFOSH) Program

AFI 91-302 Air Force Occupational and Environmental Safety, Fire Protection 
and Health (AFOSH) Standards

AFMCMAN 36-1 Guide to AFMC Mentoring Program

AFMCPD 37-1 Internet Policy

AFMCI 37-102 Transmission of Information via the Internet

AFMCPAM 91-104 Squadron Commander’s and Supervisor’s Safety Guide


